HOWTO ADD A
CUSTOMER

Option 1 - Add Individual Customer From the Customers Menu

Click on the NAVIGATION BAR .
in the top left corner and
select “Customers”

o Route List

[ Reports

Click on the icon in the
top right corner

Select "Add Customer"

Days, Emma

Enter the customer's information.

Display name is how you want the
name displayed to the crew. For
example, Mrs. Jones or Bob & Judy
Green or just the address if you
don't want.

123 Main st

Address line 2

Postalcode / ZIp

Tap "ADD CUSTOMER" button to save.

New, "Active" customers can be
added to a Route immediately.

John.smith@email.me

Note

Option 2 - Add Multiple Customers At Once Gow
Technically speaking, you can do this from your phone. Py
We recommend using a computer from m.ezbz.app. oMy

Create a new spreadsheet with your customer info.

We do not recommend reusing a spreadsheet.

You can download existing customer data from many

commonly used services such as:

e QuickBooks

e Google/Gmail Contacts

* Apple/iPhone Contacts

e Microsoft Outlook

IMPORTANT!

There are a few things you must do before you upload your customer list:

e The top row must contain the header titles in the
, or the import will not work.

e The spreadsheet must be in .CSV format, or the import will not work.

e Garbage in, garbage out. The data you upload is what the app will use.

We recommend reviewing your list carefully prior to upload to ensure

that the data is accurate and correct.
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After you have:

& Used the header rows from the IMPORT CUSTOMER CSV SPREADSHEET
& Double checked all of your data
& Saved the spreadsheet is .CSV format

You are ready to upload! Instructions are continued on the next page.

Anywhere. Anytime


https://easybeezy.app/wp-content/uploads/2021/11/ImportCustomer_EZBZ_CSVTemplate.xlsx
https://easybeezy.app/wp-content/uploads/2021/11/ImportCustomer_EZBZ_CSVTemplate.xlsx
https://quickbooks.intuit.com/learn-support/en-us/help-article/report-management/export-reports-excel-quickbooks-online/L7iAoP97n_US_en_US
https://support.google.com/contacts/answer/7199294?hl=en&co=GENIE.Platform%3DDesktop
https://appleinsider.com/articles/21/02/05/how-to-export-contacts-off-iphone-to-csv-format
https://support.microsoft.com/en-us/office/export-contacts-in-outlook-966eb60e-a451-4ade-8025-eead2bfe18ef
http://m.ezbz.app/
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Option 2 - Add Multiple Customers At Once (cont)

Navigate to the Customers menu
and tap the "Add Customer" icon Deys, Emma

756 Bounce St

in the top right corner. e

Griffin, Peter
605 State St

Add Customer

‘& Add Customer

X cancel

Click the "Upload" button, select the .CSV file on your
computer, and click "Open".

‘ Select File

You can check the upload status in the "Import History" menu. If the
status is "complete", you're good to go!

If your import fails:
First, refresh your browser, and then check the Customers menu. Some of
the customers may have been imported even if you get a failure status.

Then, double check your spread sheet:

¢ Isitsavedin.CSV format?

¢ Does every column with data have a header title row?

¢ Do the titles in the header column exactly match those in the IMPORT
CUSTOMER CSV SPREADSHEET?

e Are the column header titles in the exact same order as those in the
IMPORT CUSTOMER CSV SPREADSHEET?

If the answer to any of the above question is "no", you will need to edit
your spreadsheet so that the column header titles exactly match those on
the IMPORT CUSTOMER CSV SPREADSHEET and save the file in .CSV
format.

If the Import History shows a failure status with many more lines than
what your sheet has, refresh the browser and check the Customer menu
to see if any customer files successfully uploaded. If you should copy and
paste only the data and headers onto a new spreadsheet.

Option 3 - Add Individual Customer Directly Onto a Route

Tap the @ in the top right corner Select Job from the Type menu.
of the route name title bar. Tap "ADD NEW CUSTOMER"

O

Fill in the customer information
and click "Add to Route".

Add Item

You will now see the
customer's name in
the search box. Tap
"SAVE"

The customer is now
on your route list!

M. New Customer

Anywhere. Anytime.


https://easybeezy.app/wp-content/uploads/2021/11/ImportCustomer_EZBZ_CSVTemplate.xlsx
https://easybeezy.app/wp-content/uploads/2021/11/ImportCustomer_EZBZ_CSVTemplate.xlsx
https://easybeezy.app/wp-content/uploads/2021/11/ImportCustomer_EZBZ_CSVTemplate.xlsx

